
 
Request for 3

rd
 Party Travel Bill 

10-Digit DCN: 

 

 

TM #: 

 

 

Amount to Bill 
Accounting (FY/Appr/Budget Orgn/PRC:        

BOC:                   

Amount:    

 

The Cincinnati Finance Center will prepare the bill.  Please indicate who, how much,  

and where to send   the bill below: [If more than one billing address is required,  

please indicate amount to bill each party] 
 

Billing Address: 

    Name/ Company: 

    Street Address: 

    City, State, Zip: 

    Amount:     

 

Billing Address: 

    Name/ Company: 

    Street Address: 

    City, State, Zip: 

    Amount:     

 

The following is required and should be attached to this cover sheet: 
 

                                    Travel Voucher 

                                    Original Receipts 

                                    3
rd

 Party Expenses form signed [if given to traveler] 

                                    Approved Ethics form 

                                    3
rd

 Party Invitational Letter [e-mail is sufficient] 

                                    ITP for International Travel 

                                    Currency Conversion [if applicable] 

 

Mail to: 

US EPA Attn: Travel Branch 26 W. MLK Dr.,  

MS-002, Cincinnati, OH  45268 
 

Program Office POC: Telephone: 

Travel Branch POC: Telephone: 

 

Date Received by A/R Branch 

 

1801AAT022 TAA05HP3 

FY 2017/2018  Approp B / Budget Org 01A / PRC: ZZZME8

$587.24

American Law Institute

4025 Chestnut Street

Philadelphia PA 19104

$550.27
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MEMORANDUM 
 

TO:   Planning Chairs and Faculty  

FROM:   Amy Weinberg 

RE:  Environmental Law, February 8-9, 2018, in Washington, D.C., at the Washington Plaza Hotel 

DATE: November 14, 2017 

 
 
 Thank you for agreeing to participate as a member of the faculty for the above-referenced ALI CLE course.  
Please take the time to review the attached documents: 
 

1. Faculty contact list. 
 
2. Information about the live webcast and subsequent archived recordings of the course, and PowerPoint slide 

guidelines. 
 

3. Sample announcement and invitation to colleagues and clients to attend the course at reduced rates. 
 

4. Hotel room request form, which, if applicable, must be submitted to my assistant, Pam McCutcheon DeLarge, 
no later than Wednesday, December 12th .  Please note that this hotel has a 72 hour cancellation policy.  To 
avoid a no-show charge, please notify the hotel and us and in advance of the cancellation deadline if you will not 
need this room.  Thank you.   

 
5. Faculty expense reimbursement policy and guidelines. 

 
Course Brochure:  Please refer to the online course brochure at https://www.ali-cle.org/CZ014 for the most up-

to-date program and faculty listing.  Please note the date and time of your session and plan your presentation accordingly.  
We also encourage you to share the web address with colleagues and clients who might be interested in attending the 
program.  If you would like any hard copies of the brochure for distribution, please contact us. 

 
 Study Materials:  Course study materials, including power points, should be emailed to me at aweinberg@ali-
cle.org and to my assistant, Pam, at pmccutcheon@ali-cle.org no later than Thursday, January 11, 2018.  In your cover 
email, please indicate which session each document applies to.  NOTE: As part ALI CLE’s effort to go green, course 
materials will be made available in electronic format for download only.  Print materials will not be distributed on-site.  
Please be sure to bring a laptop or tablet with you to the program to access the study materials.   
 

Copyright:  ALI has the copyright to the collective work in which your Content will appear.  Content means 
spoken, written, and/or audio-visual presentations you create as a volunteer faculty member or author for ALI.  You 
retain the individual copyright to your own Content, allowing you to freely sell or otherwise distribute it and revise or 
republish it at will.  Submission of your Content to ALI grants ALI a nonexclusive license to edit, reproduce, sell, and 
otherwise distribute all or portions of your Content under your name, individually or as part of collective and derivative 
works, in any media (including electronic) now known or that might be created.  Note: Any use by you in your Content 
of spoken, written, and/or audio-visual (including web-based) material created by others is a representation by you to 
ALI that you have obtained the rights necessary to such material for the benefit of ALI with respect to the nonexclusive 
licenses described above. 



  Revised 10/16 
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Page Two 
 
 Please notify ALI CLE in advance if you are embedding any audio or video clips in your slides. In addition to 
potential technical issues, audio and video (even from YouTube) can be subject to copyright, and use by you in your 
presentation of audio or video materials created by others is a representation by you to ALI that you have obtained the 
rights necessary to such material for the benefit of ALI.  
  

Faculty Discounts and Outreach: We encourage you to promote your upcoming speaking engagement through 
your own outreach and/or your organization’s web site, events calendar, and social media outlets.  To thank you for 
your voluntary participation, ALI CLE is pleased to provide you with one complimentary registration to the in-
person course and a 50% discount for all additional registrations to the course or webcast, which we encourage 
you to extend to your colleagues and clients.  To request the complimentary registration, please contact the course 
attorney handling your program.  The 50% discount can be obtained by entering the coupon code ALIFACULTY at 
checkout online or by calling ALI CLE Customer Service at 800-CLE NEWS.  A sample announcement and invitation is 
attached for your convenience to send to others in your organization and to your clients.      
 
 Sponsorship: We frequently receive requests from firms that are interested in supporting our programs as a way 
to obtain additional exposure and promotional consideration.  As you are a valued faculty member, we are pleased to 
offer your organization the opportunity to underwrite this course before we make it available to the broader marketplace 
of sponsors.  For more information and to ensure your sponsor slot, please contact our sponsorship coordinator, Dara 
Lovitz at dlovitz@ali-cle.org. 
 
 Strategic Outreach Initiative: We welcome you to invite experienced associates or their equivalents from 
underrepresented groups to assist in the preparation of study materials for this course. To view ALI CLE’s Strategic 
Outreach Initiative, please see our web site at http://www.ali-cle.org/index.cfm?fuseaction=about.diversity strategic. 
 
 If you have any questions or concerns, please feel free to contact me at aweinberg@ali-cle.org or by phone at 
(215) 243-1688 or my assistant Pam at pmccutcheon@ali-cle.org or (215) 243-1633. 
 
 
 
 
ASW: pmd 
Attachments 
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PLANNING CHAIRS 
 
 
Pamela R. Esterman, Esquire 
Sive, Paget & Riesel P.C. 
15th Floor 
560 Lexington Avenue 
New York, NY  10022 
646/378-7212 
pesterman@sprlaw.com 
 

Daniel Riesel, Esquire 
Sive, Paget & Riesel P.C. 
15th Floor 
560 Lexington Avenue 
New York, NY  10022 
646/378-7224 
driesel@sprlaw.com 
 

 
FACULTY 

 
 
Victoria A. Arroyo, Esquire 
Assistant Dean for Centers & Institutes; 
Director of Environmental Law Program,  
 Professor from Practice 
Georgetown University Law Center 
474 McDonough Hall 
Room 312 
600 New Jersey Avenue, NW 
Washington, DC  20001 
202/661-6556 
arroyo@law.georgetown.edu 
 
Lynn L. Bergeson, Esquire 
Bergeson & Campbell, P.C. 
Suite 100W 
2200 Pennsylvania Avenue, NW 
Washington, DC  20037 
202/557-3801 
lbergeson@lawbc.com; 
chowlin@lawbc.com 

Edward A. (Ted) Boling, Esquire 
Associate Director for NEPA 
Council on Environmental Quality 
730Jackson Place, NW 
Washington, DC  20503 
202/395-0827 
edward_a_boling@ceq.eop.gov 
 
Pamela A. Bresnahan, Esquire 
Vorys, Sater, Seymour and Pease LLP 
Suite 900 
1909 K Street NW 
Washington, DC  20006 
202/467-8861 
pabresnahan@vorys.com 
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Phillip A. Brooks, Esquire 
Director, Air Enforcement Division, Office 
of Enforcement and Compliance Assurance 
U.S. Environmental Protection Agency 
Ariel Rios Building 
1200 Pennsylvania Avenue NW 
Washington, DC  20460 
202/564-0652 
brooks.phillip@epa.gov 
 
Abbi L. Cohen, Esquire 
Dechert LLP 
Suite 400 
Cira Centre 
2929 Arch Street 
Philadelphia, PA  19104 
215/994-2352 
abbi.cohen@dechert.com 
 
John C. Cruden, Esquire 
Former Assistant Attorney General 
Environment and Natural Resources 
 Division 
U.S. Department of Justice  
418 N. Union Street 
Alexandria, VA  22314 
703/658-9957 
john.cruden@icloud.com 
 
Alexandra Dapolito Dunn, Esquire 
Executive Director & General Counsel 
Environmental Council of the States 
Suite 350 
50 F Street, NW 
Washington, DC  20001 
202/266-4929 
adunn@ecos.org 
 

Albert M. Ferlo, Esquire 
Perkins Coie LLP 
700 Thirteenth Street, NW 
Washington, DC  20005 
202/654-6262 
aferlo@perkinscoie.com 
 
Emily S. Fisher, Esquire 
Vice President, Legal & Corporate Secretary 
Edison Electric Institute 
Floor 3 
701 Pennsylvania Avenue NW 
Washington, DC  20004 
202/508-5616 
efisher@eei.org 
 
Robert D. Fox, Esquire 
Manko, Gold, Katcher & Fox, LLP 
Suite 901 
401 City Avenue 
Bala Cynwyd, PA  19004 
484/430-2312 
rfox@mankogold.com 
 
Scott C. Fulton, Esquire 
President 
Environmental Law Institute 
Suite 700 
1730 M Street NW 
Washington, DC  20036 
202/939-3800 
fulton@eli.org 
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Professor Michael B. Gerrard 
Andrew Sabin Professor of Professional 
Practice  
Director, Center for Climate Change Law 
Columbia Law School 
435 West 116th Street 
New York, NY  10027 
212/854-3287 
michael.gerrard@law.columbia.edu 
 
R. Juge Gregg, Esquire 
Law and Policy Section, Environmental and 
Natural Resources Division 
U.S. Department of Justice 
950 Pennsylvania Avenue, NW 
Washington, DC  20530 
202/514-3473 
ragu-jara.gregg@usdoj.gov 
 
Peter Hsiao, Esquire 
Morrison & Foerster LLP 
Suite 6000 
707 Wilshire Boulevard 
Los Angeles, CA  90017 
213/892-5731 
phsiao@mofo.com 
 
Betty M. Huber, Esquire 
Davis Polk & Wardwell LLP 
450 Lexington Avenue 
New York, NY  10017 
212/450-4764 
betty.huber@davispolk.com 
 
Neal Kemkar, Esquire 
Senior Counsel and Director of 
Environmental Policy 
General Electric 
Suite 900 
1299 Pennsylvania Avenue NW 
Washington, DC  20004 
202/637-4084 
neal.kemkar@ge.com 
 

Professor Richard J. Lazarus 
Howard and Katherine Aibel Professor of 
Law 
Harvard Law School 
1545 Massachusetts Avenue 
Cambridge, MA  02138 
617/495-8015 
lazarus@law.harvard.edu 
 
Thomas A. Lorenzen, Esquire 
Crowell & Moring LLP 
Floor 10 
1001 Pennsylvania Avenue NW 
Washington, DC  20004 
202/624-7289 
tlorenzen@crowell.com 
 
Brenda Mallory, Esquire 
Former General Counsel  
U.S. Council on Environmental Quality 
14365 Chesterfield Road 
Rockville, MD  20853 
301/758-1136 
brenda.mallory1@gmail.com 
 
Neal McAliley, Esquire 
Carlton Fields Jorden Burt, PA 
Suite 4200 
International Place 
100 SE Second Street 
Miami, FL  33131 
305/530-4039 
nmcaliley@carltonfield.com 
 
Bobby McEnaney, Esquire 
Senior Deputy Director, Western Renewable 
Energy Project 
National Resources Defense Council 
Suite 300 
1152 15th Street NW 
Washington, DC  20005 
202/289-6868 
bmcenaney@nrdc.org 
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Walter E. Mugdan, Esquire 
Director, Emergency and Remedial 
Response Division 
Region 2 
U.S. Environmental Protection Agency 
290 Broadway 
New York, NY  10007 
212/637-4390 
mugdan.walter@epa.gov 
 
Ms. Deborah G. Nagle 
Acting Director, Office of Science 
 and Technology 
Office of Water 
U.S. Environmental Protection Agency 
Mail Code 4203M 
1200 Pennsylvania Avenue, NW 
Washington, DC  20460 
202/566-0430 
nagle.deborah@epa.gov 
 
Steven P. Quarles, Esquire 
Nossaman LLP 
Suite 500 
1666 K Street NW 
Washington, DC  20006 
202/887-1411 
squarles@nossaman.com 
 

Kathy Robb, Esquire 
Sive, Paget & Riesel P.C. 
15th Floor 
560 Lexington Avenue 
New York, NY  10022 
646/378-7248 
krobb@sprlaw.com 
 
B. Suzi Ruhl, Esquire 
Senior Attorney Advisor, Office of 
Environmental Justice 
U.S. Environmental Protection Agency 
1200 Pennsylvania Avenue NW 
Washington, DC  20460 
202/564-2515 
ruhl.suzi@.epa.gov 
 
Hilary Tompkins, Esquire 
Hogan  Lovells US LLP 
Columbia Square 
555 Thirteenth Street, NW 
Washington, DC  20004 
202/637-5617 
hilary.tompkins@hoganlovells.com 
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To: ALI CLE Course Faculty 

Re: Live Webcasts of ALI CLE Courses of Study  

As you may know, we are webcasting most courses live via the Internet, including your forthcoming program, to 
make ALI CLE’s excellent courses of study available to a wider audience. Individuals and groups will be able to view 
(or if audio-only, hear) the program on their computers or projected on large screens in their offices. The study materials 
are made available electronically in downloadable, searchable form. 

For many would-be registrants, this arrangement removes the time, travel, and cost constraints that often 
discourage course attendance. For you, this means that your office can bring the course in house during the webcast1. 

A technician on site will “stream” and record the entire live course, including opening remarks and Q&As. 
When concurrent sessions are scheduled, one session will be selected for live webcast, if appropriate.  

Keeping on schedule is important to your faculty colleagues as well as to the audience, particularly if your 
course is being made available in half-day segments as well as in its entirety. If there are last-minute schedule or 
faculty changes, please bring those to the immediate attention of the ALI CLE staff attorney on site.  

To ensure program continuity, we request that questions from the audience be in written form. Benefits to 
be gained from this should outweigh the loss of spontaneity, as the faculty is likely to contend with fewer interruptions 
and fewer redundant or ill-formed questions. Questions from the webcast audience will be printed and relayed to the 
faculty. 

Attending an ALI CLE course of study presents unique opportunities for discussion and camaraderie. We 
hope that as those benefits become more apparent to new registrants, they will attend future courses on site. And 
when your office colleagues see/hear the live webcast and the archived course, they will better appreciate the time 
and expertise that you volunteered to participate on the course faculty. 

 
We thank you in advance for your participation and cooperation. 
 
 
 

__________ 
1Instructions for the webcast will be e-mailed to you before the course.  



 

 

PowerPoint Slide Guidelines 
General 

 Plain and simple, no office or company logos 
 Light/dark contrast between background and text 
 Same background on all slides 
 Short and simple text 
 Font styles available on both PCs and Macs 

Recommended Fonts Common to PCs and Macs 
 Arial 
 Lucida Sans Unicode 
 Tahoma 
 Trebuchet MS 
 Verdana 

Text sizes
                                                                      5” 

 

  Heading 44pt 
  Subtitle 32-36pt 

  Paragraphs 28pt 

  Explanatory text 24pt 
 
 

Readability Considerations 
 Groups will be 20 or more feet away from the projected image. 
 Computer screen image for slides will be approximately 5” x 4.” 
 More than 8 lines of text may lose the audience’s attention. 

Suggested Color Combinations 
 White or yellow on dark blue or black  
 Orange on dark blue 
 Dark blue or black on light gray 
 No red, green, and multi-color backgrounds  

Special Effects: Caution 
 Keep animations short. Avoid overly flashy transitions between slides. 
 Notify ALI CLE staff if any audio or video clips are embedded in the slides. 



 
 
 
Sample Course Faculty Invitation (with discount for your contacts) 
 
Dear Colleague: 
 
As you may know, I am a featured speaker at the American Law Institute CLE (ALI CLE) annual course, 
Environmental Law 2018, being held Thursday-Friday, February 8-9, 2018, in Washington, DC. 
  
This year’s agenda promises to be a strong one, and I invite you to join me at the program.  The American 
Law Institute CLE has graciously extended my colleagues a discount of 50% off the regular tuition for 
in-person attendance or for attendance at the live video simulcast.  To take advantage of these savings, 
please register online at http://www.ali-cle.org/CZ014 and enter the coupon code ALIFACULTY at 
checkout.  
 
I hope to see you in D.C. 
 
Sincerely, 
 



 
 

 
 
 

 
Environmental Law 

February 8-9, 2018, Washington, D.C. 
CZ014 

 
PLEASE RETURN THIS FORM BY:  Wednesday, December 12, 2017 

 
 
Name: ____________________________________________________ 
                                                                 (Please print your name) 
Please check one of the following: 
 
_______  I will need the following hotel accommodations:            
 

Arrival Date:  _____________________          Time:________   
 
Departure Date:  ___________________          Time:________ 
 
_____Single Occupancy                    
_____Double Occupancy    
_____Special requests: ____________________________________ 
 

_______  I have made my own reservations at the site hotel. Following are my arrival/departure 

dates: 

   Arrival Date: _______________ 

   Departure Date: _______________ 

 
_______  I have made a reservation at _________________________________________.  Following 

are my arrival/departure dates: 

   Arrival Date: _______________ 

   Departure Date: _______________ 

 
_______  I do not need a hotel reservation. 
 
The site hotel is the Washington Plaza Hotel 
 
(Please note that this hotel has a 72 hour cancellation policy.  So as not to incur a no-show charge, 
please notify the hotel and us in advance of the cancellation deadline if you will not need this room.)   
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 Travel and Other Expenses 
General: 

Costs for travel and hotel functions have continued to rise since the bottom of the recession.  Although we have increased 
tuitions, ALI CLE thus far has been able to continue to provide quality courses at fees that are competitive with those of 
other national CLE organizations.  We have been able to do so primarily by imposing economies on phases of our 
operations that have minimal effect on the educational purposes and quality of our efforts, and by enlisting the cooperation 
of everyone involved, including our traveling faculty members.  We ask that you read and follow the policies outlined 
below.  

• ALI CLE will reimburse travel and lodging expenses of faculty from the government and non-profit sectors upon 
request.  

• ALI CLE generally will not reimburse private practice attorneys for travel and lodging expenses; however, ALI 
CLE will reimburse a private sector attorney who feels that (s)he cannot participate without reimbursement and 
notifies us in advance of the program to make the necessary arrangements.   

• No reimbursement can be made for a spouse’s or partner’s expenses. 

All faculty are reminded that ALI is a 501(c)(3) organization, so tax deductions may be available for travel expenses.  
ALI CLE is happy to provide faculty who forgo reimbursement with complimentary course registrations or other 
products that may be worth at least as much as their financial contribution.  

If you will be submitting for reimbursement, please contact us for an expense reimbursement form.  To process your 
expenses for reimbursement, the form must be submitted to me within 60 days after the program, accompanied by receipts 
for all items of $25 or more.  (Credit card statements will not be accepted.)  Please note that if you host a group faculty meal, 
you will need to list on your receipt the names of those attending.   

Thank you for your understanding of these policies, which help ALI CLE keep course expenses down so that we can 
continue to offer quality CLE at a competitive price. 

Transportation: 

Faculty should make their own transportation arrangements.  Please note that ALI CLE will reimburse only:  

• discounted, nonrefundable coach air fares  

• non-Acela coach Amtrak fares  

• taxi, UberX, and UberT fares (not limo, town car, UberBlack, UberSUV, or comparable services).   

ALI CLE will not reimburse optional coach airfare upgrades or reimburse car rental costs (unless reasonable, necessary, 
and approved in advance).  Please make your airline reservations as early as possible so as to secure the best available 
fare. 

 Hotel Arrangements: 

We have reserved a guaranteed block of rooms at the Washington Plaza Hotel. If you choose to stay elsewhere, please 
notify us in advance and note that we will only reimburse up to the same rate as that offered in the room block at our site 
hotel, or $159/night (single-double). We shall reserve specific accommodations for you at the site hotel if you will let 
us know your requirements by returning the hotel form, included in this packet, by the due date specified.  If you 
subsequently change your plans for a later arrival, please notify both the hotel and us directly. Otherwise, since your room is 
guaranteed, the hotel will regard you as a no-show, charge for one night’s lodging, and cancel your reservation. 

 




